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Canadian Indians face the threat of a loss of their 
once rich resources of fish, fur, and game as undeveloped lands are 
filling with tourists and new populations. Public au^areness of this 
social problem has produced governmental loans and grants for 
business undertaking which require some training of recipients to 
make productive use of the available financial aid. Designed to 
assist people of Indian ancestry who are interested in preparing for 
jobs as owner-managers of their own businesses or for management 
positions with businesses owned by their band councils, cooperative 
and others, this brochure contains the rationale, content and 
instructional methodology utilized in a management course for small 
businessmen which was developed by the Training Research and 
Development Station. Subject areas covered include: (1) management 
process, (2) marketing, (3) finance, accounting and bookkeeping, (4) 
personnel management, (5) business law, (6) personal finance, (7) 
business communication, (8) production management, and (9) office 
procedures • (Author/SN) 
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Hiis brochure outlines the rationale, content and methodolog)' 
of the Small Business Managenient course developed by the Training Re- 
search and DevelopiTient Station. Ihe third edition of the course, 
v;hich has recently been conpleted, features a nunber of new areas of 
content, as well as new approaclies suggested by the testing and evalu- 
ation of tlie previous editions. 

The Small Business Managenent course has been developed to pre- 
pare people of Indian ancestry for jobs as owner -managers of their own 
businesses or for management positions with businesses owned by bands, 
co-operatives and others. 

The development of this course was initiated by Saskatchewan 
News tart and completed by the Training Research and Development Station. 

J. A. Jeanne au, Ivfanager, 
Business and Economic 
Development Programs 
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1. RATIOX.\LE FOR lliE COURSE 



In tlie recent past Native people have participated to a wr>* 
limited extent in tlieir okti economic development. As a result their 
knowledge of financial affairs is often limited and they tend to 
approacli this field with some bewilderment. It may be hypothesized 
that until .Native people become involved and do contribute to their 
own economic development they will remain at the lower rungs of so- 
ciety as far as economic welfare is concerned. 



The poverty of Native pe^ople stretdies far back, but tliey now 
face a new tlireat. In tlie past, they could manage on the natural re- 
sources of their environment. Now witli expanding tourism and the 
rapid development of mineral and natural resource industries, pre- 
viously undeveloped areas are being populated and developed with tlie 
consequence that tlie once rich resources of fish, fur and game are 
quickly disappearing. Add to this the rapid increase in Native popu- 
lation and we have the dimensions of a serious problem. 



While it was once possible to eke out a living by traditional 
iiBtliods, Native people must now look for an alternative approach. In 
the last few years, tliere has been a growing unrest amongst Native 
people. They want the sajne amenities as the rest of tlie population and 
wish to have equal opportunity for economic betterment. Yet because 
of their lack of preparation, they often fail to see or are unable to 
take advantage of the opportunities \*iich are developing quite fre- 
quently in their own area. 



At the same time, there is a growing public awareness of a social 
responsibility. Govemnent policy is rapidly changing to provide more 
adequate financial aid to jteet the needs of Native people. In spite 
of the great need, there has been, as yet, little viiidi has been done 
to prepare potential recipients of grants and loans, to make effective 
and productive use of these financial and economic resources. 



The Small Business Management course described here is an attenpt 
in this direction. Its purpose is to help Native people develop the 
necessary management skills to operate their own btisinesses, or those 
of bands, co-operatives, etc. Ihe course will also prepare others for 
the growing nunber of local (band council, band management or pregram 
administration), provincial or federal government positions. By ac- 
quiring management skills, Native people will be in a better position 
to do an effective job in working toward their own and their community 
betteriRsnt. 
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Hie course does not tr>' to make white men out of Native people. 
Ihey have their own set o£ values and cultural heritage whicli they 
cherish and which they can use to enricli the larger society. The 
course attenpts to build on what the students have ratlier tlian try to 
destroy it. 



\s the students develop in their knowledge of business manageiTEnt 
and c'S they discover that business does not contain mysterious con- 
cepts whicli Native people are not capable of niastering, they gain new 
confidence in thenr^olves. 



While teaching the course content is important, in preparing the 
students for business, the method or process of teaching it is equally 
if not more inportant. This aspect receives more enphasis than is 
found in most other courses. The course mfost be student oriented. To 
prepare students for their careers, the instructor should consider how 
the course content, the methodology, the projects, the dynamics of the 
group, can help develop the students problem- solving skills, their 
decision -making skills, their self-confidence , judgment, commuaication 
ability and their ability to think and strive towards their goal under 
occasional stressful situations. In other words, more than knowledge 
is required. The students need the management tools required to be ef- 
fective in business. 



2. DESCRIPTia>I OF THE COURSE 



Since it is assumed that inost students will have only a limited 
knowledge of business, the course undertakes to introduce them to the 
many areas of business management. The intent is to do this in such 
a way that the students see and understand the interrelationship be- 
tween the management functions (planning, organizing, directing, con- 
trolling) and the different subject areas viiich make up the field of 
business management. With this goal in mind sequencing of lessons is 
undertaken rather than dealing with subject matter blocks. However 
for ->ri5e of description tlie content is described below by subject 
areas . 
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Course Content 



The course is divided into nine different subject areas aid 
consists of 134 lessons. The nine subject areas are listed be- 
low along with the subject code which is used for easy identifi- 
cation of lessons during the course: 



Subject Areas Code 



(1) 


Management Process 


MP 


(2) 


Marketing 


MKT 


(3) 


Finance, Accomting, Bookkeeping 


FAB 


(4) 


Personnel Management 


PM 


(5) 


Business Law 


BL 


(6) 


Personal Finance 


PF 


(7) 


Business Coi munication 


BC 


(8) 


Production Management 


PROD 


(9) 


Office Procedures 


OP 



Subject Areas 



(1) Management Process 



This series of lessens attempts to show the iielaticnship be- 
tween the manageinent functions and the various other subject 
areas. These lessais start with the individual and his needs 
and show how organic :^ticns are essential to fill these needs. 
To be effective, any organization needs management to guide 
it to its goal or objective. The functions of management 
necessary to help an organization reach its goal are planning, 
organizing, directing aiid controlling. Those functions are 
studied in the ligjat of the other subject areas. TWo busi- 
ness projects are scheduled which will involve students in 
the functions of management and will have them use the other 
knowledge they have acquired. The management procoss lessons 
are listed below: 



MPl 



8 

9 

10 

11 

12 

13 

14 

15 

16 

17 

18 



"7 

5 
6 



7 



Introducticai to tlie Course 
The Individual and His Needs 
Ihe Organization 
Wiat Is Maaagement? 
Miat Is Small Business? 
Success and Failure in Business 
The Planning Function 

Ihe Planiiing Function Reviewed: First Project 

Hie Organizing Function 

Second Project 

Hie Directing Function 

On-the-job Training 

Hie Controlling Function 

llie Managerent Functions Reviev;ed 

Business and tlie Community 

Ihe Businessman and Business Etliics 

Review of the Course 

Fvaluation 



Ihe lessons in managencnt process should help students sec 
the need for organizations, and the role of management in 
helping tliese organizations attain their goals. Tlie les- 
sons are the frajr^ework of the course. The students will 
see that if tliey have no plans or objectives for their or- 
ganization, it is virtually inpossible to organize, direct 
or control the organization in its everyday functioning. 



Marketin g 

The lessons in this series cover the many steps involved in 
getting the goods and services from the producer to the con- 
sumer. The lessons are: 



MKTl 


Introduction to Marketing 


2 


What Is a Market? 


3 


Sizing Up a Market Opportunity 


4 


The Ri^t Product and Right Service 


5 


Middlemen 


6 


Purcliasing 


7 


Stockkeeping 


8 


Sett5.ng Prices 


9 


ProniDting Your Business 


10 


Advertising 


11 


Salesmanship 


12 


Msrchandise Layout and Display 


13 


Analyzing Your Market 



(3j Finance , Acc ounting. Book keeping 



Tliis is tlie subject area vvhich requires the most class tine. 
It introduces tlie students to bookkeeping, accounting, 
credit, financial stateirents and tlieir interpretations. 
Ihe bookkeeping system is a sinple double entr>' system which 
starts at an elementar>' level and builds on the knowledge 
the students acquire to take tliem on to related topics. 
Many exercises are included in the lessons to give the stu- 
dents practice in doing tlie book woric. The lesson titles are; 

FABl Introduction to Finance, Accounting and Bookkeeping 

2 iViiat is Bookkeeping, Accounting and Financial 
Ma-iag^ment? 

• 3 Wliat is a Business Wortli? 

4 Starting the Bookkeeping System 

5 Recording Busiiiess Transactions 
0 Recording Revenues and Expenses 

7 Doing tlie Trial Balance 

8 DoLng the Work Sheet 

9 Making a Profit and Loss Statement 

10 Making a Balance Sheet 

11 Recording Closing Entries 

12 Sources o£ Funds to Start a Business 

13 Bookkeeping Reiiewed 

14 Recording Your Purchases 

15 Should You Sell on Credit? 

16 Recording Credit Sales 

17 Recording Cash Receipts 

18 Sales Tax 

19 Recording Cash Payments 

20 The Daily Casn Sheet 

21 Banking 

22 The General Journal 

23 Inventory 

24 Making Adjustnents 

25 Financial Statements 

26 Payroll Rxords 

27 Recording the Payroll 

28 The Synoptic Journal 

29 Depreciation 

30 Year-End Adjusting 

31 Preparing Financial Statements 

32 Year-End Reporting 

33 Personal Incone Tax 

34 Business Income Tax 

35 Financial Managenent 
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.Analy::ing the Profit and Loss Statement 

-Analy::ing tl\e Balance Sheet 

Working Capital 

Planning and Budgeting 

The Cash Budget 

The Operating Budget 

Projected Financial Stateinents 

Sources of Financing 

Finance, Accounting, Bookkeeping and tlie Man- 
agement Process 



(4) Personnel Management 

Building on tlie lesson of individual needs, tlie students ex- 
ajnine the reasons why people work. iliey see Personnel Man- 
ageinent as the job of helping botli the worker and the organi- 
zation reach tlieir goals. The list of lesson titles provides an 
overview of the topics covered. 



(5) 



PMl 


Why People V/ork 


2 


What is Personnel Management? 


3 


Different TVpes of Leaders 


4 


Morale in Your Business 


5 


Establishing tlie Need for New Enployees 


6 


The Search for New Enployees 


7 


Interviewing Job Applicants 


8 


Selecting the Best Man for the Job 


9 


Training Personnel 


10 


Giving Workers Responsibility and Measuring 




Tlieir Performance 


11 


Communicating with Enployees 


12 


Be a Good Listener 


13 


Roadblocks to Comnuni cation 


14 


The Grapevine 


15 


Disciplining Your Enployees 


16 


Different Pay Plans 


17 


Labour Rslaticns (Laws) 


Biisiness 


Law 



This subject provides an introduction to some aspects of 
business law vJiich are inportant in the small biisiness 
management area. The lesson titles are: 
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EAB36 
37 
38 
39 
40 
41 
42 
43 
44 



BLl Introduction to Business Law 

2 Introduction to Different Forms of Business 

Organization 

3 Proprietorships and Partnerships 

4 Limited Companies and Co-operatives 

5 Legal Steps Inquired in Setting Up Eacli Form of 

Business Organization 

6 Ihe Legal Contract 

7 Special Contracts: 'Die Sale of Goods 

8 Special Contracts: Business Insurance 

9 O^vnership cind Transfer of Real Estate 

10 Leases 

11 Mortgages 

12 Insolvency and Bankruptcy 

13 Hie Indian Act 



Personal Finance 



Ihe ability of an owner -manager to manage his personal fin- 
ances will determine the success of his business. Ihe les- 
sons ijL this subject area are: 



PFl Introduction to Managing Your Family Money Matters 

2 Family Budgeting 

3 Ihe Inportance of Saving 

4 Consumer Credit 

5 Interest Calculations 

6 Personal Insurance 

/ Your Will and Estate 



Business Communications 



M area of practical utility to every businessman, in his 
everyday work, is better communication- Ihe lessons in this 
subject area atteirpt to make the prospective businessman more 
skilled and more at ease in the field of commmication. Ihe 
number of lessons is not large but tlie instructor is en- 
couraged to plan practise exercises and to use every oppor- 
tunity during tlie course to develop the communication skills 
introduced by these lessons* 



- 8 - 



BCl The Communication Process 

2 CommurLicating in Business 

3 Writing Business Letters and Repo. 

4 Speaking in Business 

5 Conducting Business Meetings 



(8) Production Management 



This series o£ lessons is intended for students who wish to 
orient themselves towards manufacturing or production. The 
lessons can help any students broaden their outlook but if 
the instructor feels that no students will be interested in 
the production field he may omit this subject area. Hie 
lessons in this subject are: 

PRODI Introduction to Production 

2 What Product Should You Produce? 

3 Plant Location 

4 Plant Layout and Work Sin5)lification 

5 Obtaining and Maintaining Equipment 

6 Quality Control 

7 Production Costs 

8 Break-even Malysis 

9 Planning and Scheduling Production 

10 Is Production Management Necessary? 



(9) Office Procedure 



Many small businesses find office work a real burden. Ihis 
subject introduces the students to methods which can sinplify 
the work. The lessons in tliis area are: 

OPl Introduction to Office Procedures 

2 Filing 

3 Handling Mail 

4 Office Machines 

5 Duplicating 

6 Office Sipplj.es 

7 How Can Office Procedures Help the Business 
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3. SEQUENCING OF LESSONS 



It was indicated previously that the lessons are not conducted as 
subjects. Sequencing takes place by drawing lessons from the different 
subject areas and arranging these serially rather than by subject area. 
Hiis approach illustrates that business manageinent is the use of all 
the sii)ject areas in the successful operation of a business. It also 
provides the stiodents with a variety of material and with an opportun- 
ity to integrate the various aspects of business into a conprehensive 
entity. Traditionally the stuctents had to integrate and interrelate 
the different subject areas on their own. In this course it is the iix- 
sttxictor's responsibility to help the students discover the relationship 
between the management process and the other lessons of the course. 
Ideally tlie lessons of the course should fit togetlier as pieces of a 
puzzle to give the students a good perspective of the functions of man- 
agement . 



4. COURSE MATERIALS 



Ihe course materials are divided into student materials and in- 
structor materials. The student materials consist of readings, cases 
and exercises. Each lesson hasl readings \^ich have been specially 

written for the course at a le- 
vel which students without pre- 
vious training can understand. 
The cases are used as discussion 
starters and stimaLi, while the 
exercises provide students with 
practice in accounting. There 
are approximately 1,000 pages of 
student materials: sufficient 
material for a class of 20 stu- 
dents are packed in boxes. Divi- 
ders identifying each lesson sep- 
arate them in the box and so fa- 
cilitates their removal for use 
in class as required. ; 
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'Ihe instnietor materials consist of four volumes witli approximately 
2,000 pages. 'Ihe instructor's manuals contain lesson plans, list of 
references and tlie resources required. Hadi lesson iias the following 
parts : 



a. Overview 



It gives the instructor an overview of the lesson content and 
helps him relate tlie lesson to previous lessons and future lessons, 
as well as to tlie management process. The instructor can tlius bet- 
ter assist the students in realizing tlie inportance of the lesson 
and its relationship to other lessons. 



b. Objectives 



This section sets out the objectives of the lesson. 



c. Reference Material for Instructor 



Various reference books are suggested as supplementary 
reading for the instructor should he wish to xose them in pre- 
paring his lesson. 



d. Resources Required 



This section lists the different resources required for the 
lesson. Films, projectuals, cases, etc. are listed as required. 



e. Metliodology 

A methodology is suggested which will help the instructor 
reach the desired objective using a problem solving approach. Each 
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objective goes througji tlie following phases: 

- stimialus (need tor awareness of a situation to facilitate 
leam.ing) 

- clarify problem 

- provide information (use ui leadings, films, tours, resource 
people, etc.) 



f. Indicator 



The instructor has to know whether he has obtained his ob- 
jective or not. Some of tl'ie indicators proAdded are specific while 
others require the instructor to assess by means of the groip dis- 
cussion and student involvement whether the objective has been 
reached or not. If the instructor feels he has not reached tlie ob- 
jective, he should use other iitethods to help the students learn 
tlie objective. A summary or overview with enphasis on the inte- 
gration of tlie lesson in the management process should be given at 
the end of eadi lesson. 



5. DURATION OF THE COURSE 



The course takes approximately five months of class time and one 
month of on-the-job training. The course may take more or less time 
depending on tlie leA/el of experience and knowledge at the comimsn cement 
of the course and the ease with vSiich students can learn. 



6 . TRAINING METHODS 



The lecture method is used very little. Instead the discussion 
technique is used extensively. Learning is facilitated if the new 
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knwledge can be related to the s^adents^ previous experiences, Ti\e 
leamiag must have relevancy. Since for many students this experience 
is limited, it is inportant for the students to discuss freely the ideas 
and material of tlie course and relate it to tlieir own experiences and 
tliat of tlieir instructor. 



Discussion is encouraged and facilitate^ by using a group dynamics 
approach by means of which students actively participate and become in- 
volved in tlie learning experience. A group of 20 students is considered 
the maximum number for this approacli. Small groups are also frequently 
used to have students work on special problems or assigninents. 




Students are encouraged to discover for themselves the elements of 
business. The instructor uses many methods to encourage involvemsnt , 
participation and discovery. The following are some of the nethods in- 
corporated in the lessen plans. 
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Brainstorming 

A variation of brainstorming is used by which the students 
list and discuss their ideas on a specific topic. Tliis is a use- 
ful means for the instructor to determine tlie level of under- 
standing, as well as the amount of student experience on a specific 
topic. It is then possible for the instructor to build on this 
experience and knowledge. Learning is thus built on familiarity 
and can be more relevant. 



Lecture tte 



The lecturette, a short explanation or talk combined with 
discussion and examples, helps keep the content relevant and at 
the students' level. The traditional lecture method often over- 
looks the students' knowledge, skills and attitudes to provide 
the most information in the least time. Since most Native students 
have limited experience in business, the lecture is a waste of 
time unless the students get information in small doses, and un- 
less they can relate what they learn to their previous knowledge. 
Examples should be taken from the students' previous experience. 
It is more useful to relate business practices and principles to 
such businesses as a general store, a service station, a commer- 
cial fishing operation, a tourist outfitting cairp or whatever the 
students' experiences have been than to General Motors, Dupont, etc. 



Cases 

Short cases are used in the course as stimuli and discussion 
starters. MDSt of the cases have been adapted from real life situ- 
ations . 



Films and Filmstrips 

Films and filmstrips are very useful in providing vicarious 
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experiences whicli tlic students ciui tlicn discuss ;uid ivlcUc to 
tlicir ouni experiences. 



e. Projcctuals 



Projectuals or ovcriiead tn^nsparencies arc also effectively 
used to encourage discussion, to facilitate retention and to pro- 
vide a summary of information. 



f . Role Playing 



Role playing is a means of placing students into a situation 
which is difficult unless tliey experience the role. For instance, 
telling a customer that you cannot give him credit or telling a 
relative tliat you cannot hire him or applying for a loan are ex- 
amples of role playing which can give a feeling for a situation 
that discussion or films cannot give as clearly. 



g. Tours 



Tours and field trips can help the stx;idents see the appli- 
cation of the newly acquired knowledge. Visiting a wholesaler, a 
Native business, a manufacturing concern can provide valuable in- 
sigjit. 
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Itesource People 

The course makes use of resource people to brin 'M^^ lua^^ja. 
in contact with the people with whom tliey will be doing business. 
5/aiikers, lawyers, accountants, businessmen, government officials 
Si'iiould provide the students with an opportunity to learn, to 
question and to obtain information. It is also an effective method 
of giving confidence. 



Pr ^lic Speaking 

Public speaking helps inprove conimunicatiion skills and helps 
give self-confidence. 



Students learn the practical applications of learning by con- 
ducting a small busiiiess project in tlie community while attending 
the course. The practical aspects of personnel, marketing, ac- 
counting, etc. are experienced by doing these in a siiiall project. 
The photo illustrates a Christmas card project undertaken by a 
group of students* 



Qi-the-Job Training 

The an-thw~job training is an Of^^i;rtmity to observe arid do 



Projects 
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soiT^ of tlie jobs of tlie business manager, ihe cx]xm . ^iice provides 
i hn fo^- now leaniing and will help make learning more relevant. 



7. ADMINISTRATIVE ASPECTS OF 'niE COURSE 



Selecnug the Instructor 



For the course to be smccessful tlie instructor must liave a 
philosophy of adult leamiiLg which pemeates all his work. It is 
strOKgl"^' suggested that the instructor obtain special training 
whidi '4:111 facilitate use of the groui:> process in conducting the 
course. The hiring of an instructor should take into consideration 
the candidate *s academic training, his experience in business and 
his pe^onal qualities and attitudes. 



(1) Academe Training 

The instructor should have some formal training in tlie busi- 
ness managenient field sucli as a university degree in commerce 
or business administration. However, a person with less aca- 
demic training rai^t do very well provided he had the other 
requirements and had extensive experience in small business 
:3ianageiiient . 



(2) .Elated E:?^erience 

Experience in management is an inportant factor in selecting 
am instructor. This management experience should be in the 
-^jmall business field, otherwise there is a real danger that 
the instructor conduct an academic oriented course, rather 
thaa the practical one needed by the student. 

Tum experience should be general in nature. An accountant, 
a aaaxketing ax personnel specialist may inpart the point of 
mew that tiieir speciality is the most inportant and develop 
that aspect to the detriment of the other areas of management. 
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(3) Personal Qualities and Attitudes 

- Ihe instructor should have a genuine interest in working 
with Native adult students. 

- He should be student oriented and share the philosophy 
Uiat tlie purpose o£ the course is to prepare individuals 
for business . 

- He should be flexible, enjoy working witli groups and be 
able to adapt easily to new situations. 

- He should also possess good communication skills. 



Training the Instructor 

Since the course relies heavily on groxjp process as a learning 
teclmiqie, it is important tliat tlie instructor be skilled in this 
field. It is higjily desirable tliat the instructor follow an in- 
tensive course in group dynamics, human relations, and problem^ 
solving techniques. Without this orientation, the instructor may 
find himself drifting back to traditional methods. Hie instructor 
should also have the opportunity to work for a few weeks with an 
experienced instructor to gain an on-tlie-job experience witli a 
group of students. This could prevent many pitfalls. It would 
also facilitate the learning of the course materials as well as 
many administrative aspects of the course. 

The conbined groxjp process and on-the-job training could take 
from four to six weeks. 



Facilities 

The facilities for conducting the course need not be elaborate. 
The room should be large enou^ to accommodate the students at 
tables in a circular setting as illiistrated in the photographs. 
The students should have comfortable chairs. The room should have 
anple li^t and a source of dependable heat. 
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Adapting the Course to Local Needs 

The course has been developed to be flexible in its u5c. No 
two classes of students will be alike and the needs of tlie students 
and the sponsoring agencies will differ. Hie instructor can quite 
easily adapt the Small Business Management course to the local 
needs . 



Student Recruitment and Selection 



(1) Stages 

TWO stages may be distinguished in the process of obtaining 
students for the course. The first stage is recruitment, the 
second stage is selection. 

The recruitment stagfi involves obtaining many applications for 
the course. In order to do this, the sponsoring institution 
or agency will want to involve other agencies in the job of 
recruitment. The agencies that mx^t provide assistance will 
vary from area to area but the following should be among those 
caitacted: 

" Native associations 

- Friendship centers 

- Canada Manpower Center 

- Department of Indian Affairs 

- Department of Regional Economic Expansion 

- Provincial funding agencies for Native projects and programs 

- Provincial Departments of Education 

- Other provincial departments which are involved in Native 
prograins 

- Native newspapers 

It is inportant that those people and agencies wlio are co- 
operating in the recruiting mderstand tiie type of training 
involved. 
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Tlie selection stage consists o£ clioosing from aniongst tlie 
people recruited, tlie potential students. A selection com- 
mittee can be given this function. 



Criteria 



Eacli sponsoring agency or institution will want to establish 
its own selection criteria. The following points can help in 
establishing these criteria. 

(a) As a prerequisite the students should have the equiva- 
lent of an adult grade 10 academic standing. They should 
also possess problem solving skills, human relations and 
communication skills which are adequate for tliem to 
fmction in a inesponsible and appropriate fashion in 
solving their personal, family and job problems. 

(b) They should be between the ages of 25 - 45, Althou^ this 
can vary depending on circumstances. 



(c) There should be as many married couples as possible es- 
pecially for those vAio plan to go into business for 
themselves. The small business enterprise is so closely 
tied in with the family that the wife should understand 
what business is all about, otherwise she may be a hin- 
drance to the success of the business rather than an 
asset. 



(d) They should be of average intelligence or better. 

(e) They should have an expressed desire to go into business 
or use the course for helping them obtain a job in a 
Native association, band administration or other type of 
management job. 

Cf) They should be free of serious personal problems such as 
alcoholism, serious financial problems, etc. 
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(3) Lead Time Required 



It is inportant for the sponsoring institution or agency to 
plan its Small Business Management course well in advance. 
Tlae recruitment and selection phases require considerable 
time. 



In many areas, it is not possible to obtain the necessary 
nuirber of students with the prerequisite grade 10 and the 
necessary level of personal problem solving skills. Tliis 
means tliat tlae prerequisites must be given the students prior 
to the Small Business Management course. Dspending on the 
needs of the students this may take tliree or four montlis. 
Saskatchewan NewStart has developed courses in academic up- 
grading and in the development of the problem solving skills 
which are well-suited to providing the necessary prerequisites. 
The 5-10 upgrading course is called LINC* and the course with 
the objective of developing human relations, problem solving, 
groiqp precess and communication skills is called Life Skills.* 



Even if it is possible to have students who meet the necessary 
prerequisites, it may still be desirable to give the students 
a two-week course in group process. The Small Business Man- 
agement course uses the group process extensively as a learning 
environment, A prior group experience, unrelated to business 
management, may facilitate learning in the Small Business Man- 
agement course. 



(4) Final Selection 



Assuming students with the necessary prerequisites cannot be 
found, it will be necessary to select students to take the up- 
grading and life skills courses. These courses are conducted 
caicurrently at 1/2 day each. 



*LINC (Leaming Individualized for Canadians) and Life Skill 
courses are available from Saskatchewan NewStart Inc., Box 156S, 
Prince Albert, Saskatchewan, S6V ST2. 



EKLC 
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HoweA/er, to provicie for the necessary 15-20 students for the 
Small Business Managenent course it will be necessary to sel- 
ect about 1/3 more students for tlie upgrading and life skills 
courses. This allows for the normal drop outs and for stu- 
dents who see new alternatives whidi they prefer. This is 
not a loss of time or effort since giving the students al- 
ternatives is the inportant objective of training. 



The final selection for the Small Business Management course 
must be made front the students \Aio have completed the neces- 
sary prerequisites. Students who are not selected for a 
current course can register their names for a future course. 
Hie final selection should consider such factors as student 
attendance, learning ability, attitude towards future career, 
motivation, etc. 



Miscellaneous (Costs, Allowances, Etc.) 

Ihere are numerous administrative duties idiicli are in^ortant 
for a successful course. Some of these are briefly reviewed. 



(1) Student Allowances 

Students will require living allowances while on course. 
These will have to be arranged well in advance of planning 
a course. 



(2) Living Accommodation 

Finding living accommodation can provide some difficulties 
especially \Aien the whole family must be relocated. In larger 
urban centers the problem may not be as severe, but students 
will usually require some assistance if it is the first ex- 
perience with urban living. A list of satisfactory accommo- 
datians may help new students. 
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Course Location 



Ihe LINC and Life Skills courses can be conducted in small 
communities or in a central location, but it is suggested 
that the Small Business Management course be conducted in an 
urban setting so students can observe many businesses. 



Cost Associated with Conducting the Course 

Hie cost o£ conducting the course can be divided into two 
cate gories: 

(a) Non- recurring Cost (Approximate) 



EquipiTBnt 



Essential ^ Optional 



Cassette Recorder $ 100.00 

Overhead Projector 140.00 

Slide § Filmstrip Projector 130.00=^=^ 

Turn Table 35.00=^=^ 

16mm Movie Projector 650.00 

Adding Macliine 125 .00 

Screen 50.00 

2 Flip Charts 40.00 

Videotape Recorder and 

Nfonitor and camera 2 ^000,00 

Sub Total $1,105.00 $2,170.00 

Reference Library 350.00 
Overhead Projectuals 250.00 
Instructor's Manuals 30.00 

Total Non-recurring Cost $1,735.00 



*Many o£ the items listed may already be available. 



**Because o£ their limited use these should be borrowed 
or rented. 



(b) Rccuri'ing Cost with l^di Course (.Approximate) 



Kit of student materials $ 575.00 

Film rental 250,00 

Supplies 225 ,00 
Student Expenses (tours, projects, 

etc.) 500-00 

Total Recurring Cost $1/150,00 



In addition to these recurring costs tiiere is the cost of 
occupancy, instructor's salary and other overhead items. 




8. CONCLUSION 



As previously stated the objective of the Small Biosiness ISlanagement 
course is to prepare the Native students v^io have likely had little ex- 
perience in business, to be small business o\mer- managers or to v^ork in 
govemiTBnt or band or co-operative businesses. Some will undoxabtedly 
be ready to start their awn small businesses on conpletion of the course. 
This will depend on the planning and thou^t \A\ich the indiAadual has 
put into preparing for entry into the business. Others, and peihaps the 
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majority, will progress throu^ various phases o£ on- thie- job training 
as cierlss, assistant inanagers or inanagers of businesses owned by otliers. 
The course in Small Business Management will permit tliem to leam mucli 
more rapidly and will also facilitate learning in areas whidi would 
previously have been conpletely foreign to them. Qi- the- job training 
without takijig the course would give very limited results because of 
lack of background. Qa the other hand, on-the-job training after the 
Small Business Management course, would not only be higjily desirable 
and beneficial, but for many of the graduates a necessity so they could 
gain more insigjit into the various practical facets of a biasiness. 



A six month course in business management cannot hope to teach all 
there is to know about business management especially when one considers 
the lack of related experience most students will have had. Ilie course 
will give the students the fundamental knowledge and skills required. 
Students should see business management as requiring a life time of 
learning rather than a six month course after vhich there is no further 
need of learning. 



